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To develop a systematic method of dateicidntog normal promotion 
progression for all lines of work within the GS»»£ to U3»ll 
range c 

2* ASSUMPTION* 

The Agency will continue to adhere # insofar as possible;, to 
the psineiples of the Classified m kt of iS%2 0 and to 
Federal Personnel procaduree prcFtalg&fced by the U.S* Civil 
Service Commission in connee-t-ioa with its implementation* 

3o DISCUSSION? 

ao Paragraph Promotions; 30 April, 19& staiesj, 

"Promotions will be limited to aye cradc except where double 
grade stages have been established os tie normal progression 
within the grade range CS»£ through 0S«11"<* 

bo The comparable restriction on promotions which applies to 
Agencies not excepted from toe Classification Act of X$j<? is 
of statutory nature (the Supplemental Appropriation Act of 
1952, ccmmorly known as too Whitten Amendment) o In Section 
13i0 (c) (2), this statute provides that no person shall be 
proisoted or transferred to a higher grade without having 
served at least one year in the next lower grade, except that 
promotions of two grades may be made to positions not higher 
than 0S-1L, which are in a lino of work property classified 
under the Classification Act of 19h9 at, bwo^grada intervals*, 

Co A comparison of the CIA Promotion Eegulation .end the Whitten 
Amendment promotion requirements reveals a striking similarity 
in basic objectives and approach* Both provide for an orderly, 
systematic and controlled promotion progression for employee a | 
our plan,.' however, is acre flexible as exceptions to the "time® 
is^grada* requirements may 'be made more readily when jii stifled* 
With respect to defining toe categories of positions in toe 
GS"S th’-'ough GS~11 range in which double-grade promotions may 
be as de ft the Whitten plan permits such promotions whenever the 
line c-f work 3s classifiable at two-grade intervals under the 
Cla s iificatxon Awt» Our plants comparable requirmsm; is tnst 

mmin i r *r i a, ■ i , il.i b mm i-.ncfl>iiiif n -JJ TX1 J “■ 1 ' 

tot' hcraol prerrossion .to the line of work is established in 
double -kj' rdo stages* 
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For Federal Agencies tinder the Classification Act, tha 
Civil Service Gostsissicn designates* by ClsasiX-U'.atiou 
Series,, lines of work classifiable at one end two~gr*cte 
interval ® ss fo„S, Civil Cswice «casz*5^3lca tspartmefeuaJ. 

Circular 8a* 671 9 Supplement U° ^ Gf apprcscsh 

could be adopted in CIA with appropriate wodiCJ.esctes.ci5s to 
nset the reqairasonts and cfojoute'.ws of the Career ..errf.se 
Prcgrastu and tc- eoceidar the atypical 33»a of won foam 
in oar Araw* ’Ath this fraae of reforoixa„ a, review of 
oar ecctmsitisnal ctrcetcre ougsevtee that raoncticci ps : cgrassi£?n 
patterns could bo aarroafad basically to the following «hree* 


Promoticaal Stages 
from Entrance Laval 
to Jouameyfasn Laval 


Supervisory aim 
Advanced Levels 


Technician sad 

Clerical Professional Aid 


GS-3 

cs-U 

os«5 

GS*6 

GS-“7* 


GS« t, 9 

GSnLO 

GS<41 


(3) 

Professional and 

Sp^csLalieed 

AcMxdrftrative 


as***; 


£«‘<6 

GS-7 

tlQ.tgr} 

i 

03 <*9 

0:5 *8 

OS ~11 

GS«9 

GS~12 


! os^o 

os«;ti 

through 

0G-L2 

OS-18 

OS-13 



(l) n Clerical Pattern* 

this includes ail positions in the civvies!,, stenographic* 
tjaaimss^aaeM-ae operation, secretarial end r»dLateed fields.:? 
jh# progress! oa provides for an. eatnifc® .tv*®! in wlm.cn 
the aost routine clerical work Is aoocwjuiehed* and advanced 
levels* with progressively rcoto difficult ssid resi>onsible 
week assigned at each hitler 'level* Tho clerical ” J • rarnaynwir 
level of the position varies freer GS«5 to GS*6 dreading 
upon the cmplsxity and difficulty of work performed. The 


* MOTE t Sons specialties only* 
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OS-7 level is generally limited to positions with significant 
requirements in addition to the clerical factors# e*go Secretary 
positions with saaii-pafofessional tasks# strong contact duties 
cp supervisory responsibilities* A proosoticn progression of 
one M gx , acts intervals lo believed d^sirdble for tS.ia clerical 
category for tbs fcllowixag reassess 

(a) * It provides for as app-TOnticosid.p” or training period with 

two to three stages prior to employee adftieving tha Journeyman 
iev»l< 

(b) * UtiliKati.cn of two»grade p*orr,r4;ioai3 as the rule could easily 

result in many ewfftcyeea reaching t':e top rung of the ladder 
ia their field in a relatively short period of tins and without 
hawing attained the stage cC job nsfarclt? sad proficiency 
necessary to provide efficient# fiaoms and. ecoaoBdcal clerical 
supports* Under these circumstances# prasatwre pressure might 
easily develop for unwarranted upward changes in the clerical 
grade structure or for transfers of clerical jorsoftnel to 
other lines of work for which their quslUieaidono were extremely 
marginal a 

(c) rt The nature and variety of work performed and supervision and 

guidelines followed are such that dLstin&iishing features exist 
for the work at each grads level* Utilisation of double-grade 
promotions right renult in an individual ? * skipping 11 cm phase 
or level of clerical work that is prerequisite to successful 
performance in the position to wM.ch promoted* 

(d) o In accordance a certification is required that 

the individual being promoted is the best qualified individual 
for the position within the zone of eonsideraticn* If two* 
grade prcmotioKs were used# in each case <£ pr oposed, jarometion 
from GS«J* to OS*6# for example# all Gs~*> Clericals as well as 
QS«ii # s would have to be considered before tie GS-U could be 
givers the ” double Jump** 

(e) a Single-gra.de promotion progression for tide category of positions* 

with few exceptions* is mandatory in other 'federal Agencies 
under the Classification Act* 


* NOTE: To perform successfully at the GS-? level# a Secretary 
should be expert not only in the technical secretarial skills# 

but also should possess corapcrehensiva knowledge of the Agency 
organic ation p operations# procedures# precedents and other back* 
ground obtainable only over a substantial, period of time* 
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(2) o Technician and Professional-Aid Pattern; 

Tliia category encompasses Technician .positions such as 
Electronics Technicians* ILsdlo Aerators* Draftsman* 
Maintenance Supertotendorsts* et-^o* as Kell as positions 
engaged to aupoorfcLng proi.esjd.3nal ectivities* The 
Prcfessional-Aid positions require a close familiarity 
with f .? terminology* s.i& procedures in a pro* 

Sessional f ields but- are rot responslMe for rendering 
professional ^tr'rdna.tlora., dfrsisrioris, and taking final 
siibstanbLve aitionfic An professional badeground 

is not a qualification rsqHKSoato Atrcag Professional . vy . 
Aid positions are Intentgcsaca Assistants.# Ksdical Technical 
Assistants* Engineer-tog Aida# Training Assistants* otc 0 The 
promotion pattern fey feeh/dLcisa and Profassicnsl Aid 
positions is characterised bys 

(a) o Lx.tr srine at the GS**> leva! cm the Laois ef quail n cation 

rcqdiromerta which opacify serm prior training* education* 
JtJd/or oapariente in# cr relgT^d to 9 the libs of work, 

(b) « Distl nguishaible variances exist In the type and difficulty 

of work performed at each succeeding level o 

(c) o Tha " semi-prof essi onal" type of work perfonssd is such 

that onsets -job experience of substantial duration at each 
level is prereiuisite . to successful performance of the work 
of the next higher level. As in the case of tbs clerical 
line of work,-. advancement by me grade stages is necessary 
to provide a promotion pattern which will result to a satis* 
factory "apprentice" period# In addition* proper grade aligns 
BKht of these positions with those ia tha clerical category 
as well as to the professional and specialized acJsdrd strative 
category m the basis of duties and responsibilities requires 
the use of one-grade intervals, 

(3) P Professional and Specialized Adhlni strative Patterns 

(a), Titos category is comprised of? 

Positions to the "recognised" pr-afessiaris* (e 0 g. Chemists j, 
Attor*uys, Ifedical Officers* Mechanic al Si. gingers* Librarians) 

Jo Positions in* and -eculiar to* the "intelligence" profession:, 
(©eg. Operations Officers* Intelligence Officers,; Biographic 
Ar'-lysts)# 
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Positions in specialised aotedai strut -ive s inaaagejl ; ax and 
executive fields., (a 0 g« Auditors* Traospo rfcafei on Officer s & 
Finance Officers,; Personml Officers, Administrative Officers)* 


(b) « The three sub-categories of positions Ct)» (£)» (l)s> above s 

can be lumped together for purposes of tl&s study duo to the 
following sferflaritLes in their basic characteristics! 

Xc, the positions are allocated with the same range bS grade levels 
and haw, generally speaking* parallel "jojrjujynsa" levels of 

work; 

•.•.■if ■ 

2 a The sane level of specialised cwsH.ficatd.cai requirements applies 
at parallel grads levels $ £ crawl edur stxcn.il background or its 
equivalent as an entrance cci x^quircMetit being ft comic® 

danc>'dr».a‘;ce:s 

%a ' The positions in this gj*oup coeprf.se tbs bulk of the professional 
and e*»eutive staff of the Agency* 

(c) „ A normal nrogresaton of two-grade stages (C8~& y 7, 9» U f 1?) for 

this group if. indicated by the following ccrstcteraiiona* 

1., Promotions of iwo**grads stages has been the general practice in 

*“ cjA as well as in the Federal Service at largo in the lines of work 

invol vod* 

2 , A1 tii. ugh variances exist in many tins is of work (particularly 

** AdairAetratiw) in tills group, a g&jfwral hypothesis may be stated 

that in CIA, OS -12 is the full journeyman level for occupations 
covered* Therefore, a two --grade progression provides toot stages 
of advancement from the entranc# level to the journeymen* 
principal entrance step for the category, requires training 

and odufation or tea equivalent in work experience of a Bachelor** 
Degreoo Advanced formal education is dasirabi* for many positions 
in tills group* in which case possession of a Master -s Degree 
fcba tru&i.i Hexiion reouir amenta for the OS '*7 level md a Doctor' s 
Depreo for (£>*!?* thus estahl i ah nr. tea first three* steps in the 
prcp-Pt-of 1 ! on Tiattemr. The fourt* - * step, OS*!!* provides a desirable 
period of work experience, prior to the PhD wehlev ing •’journeyman* 

i Aot'tal work assignmont.# at the level o below journeyman reflect the 

d ° fact ttiat basically Hie sane- nature and variety of work ixt performed 
at each successive level with tr« dl stinguishirg feature between 
levels consisting principally of the degree b£ t instruction*- review 
and supervision received.. The -use of "even taumbered* grades would, 
tend to establish artificial levels which are extremely difficult 
‘to define arid distinguish from levels above and below* 
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(d) 0 Exceptions to Professional and Specialised &&&&&&&&■«& .■*-**, 

Patterns Vi. 

lo Pgogressiqn of OS^ G§^ GS^ GjKLX, Sisi 

This progression applies to a special class of positions* 

•< atetetetrativo in naSasro* in vMch the w«fc psriwsea npcn 
estrssnca and fop a substantial period cf tin© thereafter is 
ccsswised t© a great desires of clerical wd professional aid 
taato* Positions in thix. el ass spe tspifted toy the 
Personnel Aseintant, Adaiuistwti’re Aesiotsnt, Suc^t Assistant* 
Security Asidetayste '^TteF Acsistent, {Paragraph g 

Aanea: 2)» Althea# literal os*fert** tecfetag 
sad is qualifying fa* eafcrsr^* into ts is class in ® 
the acedaadc excerieics is iramiably not cl^e^sr r J la ^ . 
the wade perforated* and ecnssqiently,, a pomotlhet tm-ended P«^V*L 
is roquiJS for the orplc^o to oastar the claries! end procedural 
detail tsfsrecuisibe to the assumption cf actual 
tasks a “fhe G&-7 level has teen found to z«p*8Mat the stage a* 

wltfii this occurs (after employee has e '^ p ^w C l?.-v S S3rSSSs 
cr clerical stages),, and a ««wsl progressi.c® byl^^grada ioercoi 
to GS-11 tliereafter provides a proper grade aUgnaenb wi th the 
bttoce of positions ta *h® ProtosAs^ ^ MjtoMtrsttV 

Grorap ^ 'Tlm®in~^rade ,, recpi±e*ra9r.ifcs at the CS~5 and Go-o levels 

tft® m*t E r*te nhoOd ta ths earn s® wUM 
for regular Clerical, Technicians or Professional Aid positions* 
a fi datc acn. of six months at each level* 

2 a Vm of «S?en Camber ed" Grade lo .. 

mw.hu ... m >'<■ 1 ■■■wiwii x w mw i«i— 

Tri addition to ths situation sot forth in (1) above* in & few 
individual cases* it is practical to utilise eyen^uafcered grade 
levels (OS-6, CSS-8, GS-10) «a axsupti«nsi U) *n tee ca J? °f- 
,f trainee" positions where it is ute^ofoabl© to require the 
to' remain in the grade the full waltSrg P«*iod ^quired for a tw^ 
grads pr section «, and (b) in the case cf border-llm c.-^ - » 

decisions whonever an odd-mtatbered grade cannot satisfactorily be 
used* Wnere the use of "even" grade positions in thxs ^^ p ^ S 
justified* a rose enable tiae-dn-gr^O minimum for preraotion to an .*. 
Stems diate grade and from that Intense dLate grade^ to 
regular grade, should be established. Logically, tnis rainirain f 

a one^ade promotion SlSLSt 

tins required for a uorvvrTtvo graoo promotion* x or example* 

pSiOtion from Gs-7 to GS~8 would raqu3rj ond-JaTX tt» 12-month 

mirdimmi ttaa-in~grade required for promotion from Go»7 to Gs~9* 
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( 0)0 Inarau-Oh as tho foregoing paragraph sots up two distinct 

progression patterns,, (a csac-grade progression far positions 
in the Clerical^ Professional Aid, and Technician field} and 
a two ’grade pragreooion (with sea© modifications) for positions 
in tho Profoss-icmal and Specialised AdrdadLsfcrative fields) s some 
objections may be raised on tho prend.se that ’’all ©raploysss 
Should be treated dike and given equal ' cp£x«rtaniiias for advance* 
rasnfo In rebuttal thereof# the following comment® are submitted* 

J.o A qualified iniS-vidtoal may,, at ei\y ti use# be trannf erred from a 

** ■ pdSt'icii’‘in the Clerical# Teeterk^ian# or Professional Aid field 

to a poaiticn in the ? rofessioasl or Specialised Administrative 
fieldo This fact should provide an iBeant^w far esaplcyeee to 
increase their value to the Agency by p&rtfjrfpating in Agency or 
Outside training© . 

Zo The progression patterns sot forth are coasistent td.th those in 
general use throughout the Government far.* comparable types of 
positions 0 

j|o Where formal wage a.cte±ni strati <m plans are used 3 b. private 
industry^ separate salary schedule; s and progression patterns 
are invariably established for each of the various categosies ' 
of employees* (© o g 0 Production# Clerical* lie 30 arch# Managerial^, 
and Salas Schedules) « 

an A review at the Agency Occupational Structure reveals that by 

far tit© greater number at individual position titles fall within 
the "Erofeasioml and Specialised Adfcdrdstrativ» w category in 
which the two»grade promotion, progression Is being recoranendedo 
Accordingly^ it. was considered practicable to srutxdt only a 
listing of tho categories of positions fee which a ona»gr»de 
gOMOOticn progression was appropriate© This listing is included 
in Annex 2 S prejposed CIA Notice© Categories of positions not 
included thereori ate those for which the twp^gra&s proraotrloa 
ptegreesLom is appropriate® SuteequoKtSy s the prevaotic© progression 
far each category of Agency positions can be included in 
Occupational Handbook of Classification Titles and Codes s wTeSg 
coordinated for publication© 

ho conclusions mm action p.ecoi£ ended* 

a© She method of determining normal promotion progression for lines 
of work in the 0s«j> to GS*11 range as outlined in tho Discussion 
be adopted for Agency use© 

b© Proposed publications,, Annexes 2 and 3 „ be approved© 


* 
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